Getting Started: Onboarding - On or after 15t Day — Temp

Employee

WELCOME TO THE IOWA DEPARTMENT OF
TRANSPORTATION!

As with any new job, you need to complete several “new hire” forms.
Instead of having you complete these forms on paper, the lowa
Department of Transportation (IDOT) uses an Onboarding process in
Workday. Getting set up in Workday and then completing the tasks in the
onboarding process prior to your first day of employment with the IDOT is
vital for you to get paid, set up your direct deposit information, and view
your payslips. A checklist of the tasks that need to be completed (items in
blue are direct links to existing job aids to help you) and detailed steps to
completing those steps are below.

WORKDAY CHECKLIST
1. Complete Initial Sign-In to the lowa DOT Workday Site

a. Use the Username and Password found in the emails sent to your
home email address

b. Change password

2. Watch Welcome Video (found in the Workday Home Page Welcome
Announcement)

3. Complete Onboarding Inbox items
a. Enter Contact Information

b. Enter Personal Information

c. Change Emergency Contacts

d. Manage Payment Elections

e. Complete Federal Withholding Elections

f.  Complete State and Local Withholding Elections
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g. Change Veterans Status Identification
4. Review documents

a. State of lowa Handbook - eSign

b. Work Rules - eSign

C. Medical Emergency Fillable Form

d. Drug and Alcohol Policy (if applicable)

HELPFUL HINTS FOR COMPLETING YOUR ONBOARDING

If you receive an error message while

completing these forms, click on the red error box and read the
description. After reading, click the X in the upper right corner of
the box to close it. Make the necessary changes in the fields. If you
need help, contact your manager.

Error
1. Address Line 1
The field Address Line 1 ia required and must have a value
Edit Icon
Savelcon
Should you ever get confused and not sure where you are in

completing tasks, just click on the Inbox icon é to find the list of
tasks still needing your attention.

Let’s get started!
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https://iowadot.gov/workday/docs/employee/Modifying%20Personal%20Information.pdf
https://iowadot.gov/workday/docs/employee/Updating%20Tax%20Elections.pdf
https://iowadot.gov/workday/docs/employee/Updating%20Tax%20Elections.pdf
https://iowadot.gov/workday/docs/employee/Updating%20Tax%20Elections.pdf
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INITIAL SIGN IN TO THE IDOT WORKDAY SITE 2. Tologintothe Workday system, click on the blue URL in the body of
your email message (either for Username or Temporary Password)

1. Four (4) initial emails will be sent to your home email address with your

Workday Username, Password and a Task to complete. 3. Enter the Username and Password from the emails sent to you

Your Workday account

wo{laoy

lowa DOT Workday <iowadot@myworkday.com:>
To © Employee, Test [DOT]

() 1f there are problems with how this message is displayed, dick here to view it in a web browser,

Welcome to the Iowa DOT.
Andy Test

#n account has been created in the Workday system for you. Your password hasg#®n sent in a separate email,

Username: ATEST

Forgot Password?

Change Password

Additional information about your Workday account

€ eply ) Reply Al » Forvf
@ lowa DOT Warkday <iowadot@myworkday.coms Fegl oy Al F
To © by m =

4. Click the orange Sign in button

Andy Test

Please sign into Workday withthe foduming temparary password and the usernggffyou ware provded seoaratey. vou will be prompted 1 rese your password. 5. Follow instructions to chan ge your passwo rd

URL: ittps: /oS lmol, workd

Temporary Password: jS7DWQ1

wdrkd'ny
Workday

A Task Awaits You: - Andy Test (06718)

To Employee, Test [DOT]

@ lowa DOT Workday <iowadot@myworkday.com:=

@ If there are problems with how this message is displayed, click here to view it in a web browser.

IPIease log into the Workday system to complete this act'mnl

Business Process: Contact Change: Andy Test (06718)

Subject: Andy Test (06718) -

Details: Contact Change for Andy Test (06718) effective on 07/24/2020

Click Here to view the notification details. oL

A Task Awaits You: Enter Contact Information - Onboarding for Andy Test (06718) y ¢

@ lowa DOT Workday <iowadot@myworkday.com> Q

To ) Employes, Test [DOT]

(&) If there are problems with how this message is displayed, click here to view it in a web browser,

6. Workday allows you to access your tasks in multiple ways

Please log into the Workday system to complete this action.

Business Process: Tasks for Onboarding for Andy Test (06718) . . . . .
Subject: Onoarding for andy Test (06715) a. Aninboxicon £ in the upper right-hand side of the Workday
Home Page indicates that you have a task to complete

N\
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b. An Announcement welcoming you to the IDOT will take you to a
Welcome video (click on the Announcement and then on ° ) and

directly to your Onboarding Dashboard (click )
We're Glad You've Joined The Team! E
We're Glad You've Joined The Team! I ﬂ WA
Y- J. IOWA We are a company focused on ideas and innovation and we
‘ DOT believe YOU are the right person to help us achieve our goa.. OT
SMARTER | SIMPLER 1 CUSTOMER DRIVEN Onboarding SMARTER I SIMPLER | CUSTOMER DRIVEN

Your Onboarding Dashboard shows Your Progress in completing
tasks as well as Helpful Contacts and People to Meet

@8 © 0 &
< Onboarding
0 1 [ -
People to Meet
S
0% ®
L]
&
e -

c. A GotoInbox notice in the lower part of the Home Page also
indicates that you have an item in your Inbox that needs your
attention

7. Read the information in ORANGE at the top of the page for assistance
in completing the fields

EDUCATION
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8. Complete the Enter Contact Information sections by clicking on the
Add button on each section and filling out the information (* =

required field)

Notes:
e County is arequired field (even though it isn't marked #)

e Asmentioned in the ORANGE comments at the top of the
page, type in the 2-digit County code and the County name.
For assistance in finding the County code number, click the
link here - found in the ORANGE comments.

e If youraddress is outside of lowa, enter oo for the County code
and No County as the County name.
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https://tax.iowa.gov/sites/default/files/2020-07/Iowa%20County%20Names%20and%20Numbers.pdf
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9. Once the Primary Address fields are complete, click the button to

Save Primary Address

Home Contact Information

\

Address
100 Main Street, Ames, 14 50011

Country *

X United States of America

10. Scroll down the page and complete remaining sections using the Add
button or the Edit icon
enter the information.

to expand the section to allow you to

[@] Important: If you get an error when entering your phone number,
change the phone number type (i.e., landline to mobile or vice
versa). Click outside the Phone section and then click back into the
Phone section and switch the phone number type back to the
correct one. You will be able to continue with your Onboarding.
(Workday glitch we are trying to fix.)

11. Once the information has been entered, click

Note: Do NOT click the Save for Later button as that will cause
errors in your Onboarding process.

Sav“ ater Close

12. Click in your inbox

EDUCATION
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|Success! Event submitted |
Onboarding for Andy Test (06718) s

2 hour(s) ago - Effective 07/24/2020
You have new inbox items.

Viewing: All Sort By: Newest

| Success! Event suhmittedl
Change Emergency Contacts for Onboarding: Sam Test (06719) saees
1 hour(s) ago-- Due 08/01/2020

Change Emergency Contacts for Onboarding: Sam
Test (06719)

Y hour(s) sgo - Due 08/01/2020 Up Next Do Another

on: Sam Test (06713) on 07/30/2020 ™ samTest Change My Emergency Contacts

for Onboarding: Sam Test

020; Effective 08/07/2020

arding: Sam Test (06719)

\>Ii¢!ils and Process

Note: The number in your Inbox icon at the top of the page also
indicates how many tasks need your attention.

I QE\&,‘?’ Q Search ‘rtlrl I

14. Click on the next task and complete the information

a. Click the button in each section to enter information or edit

fields (some fields are autofilled)
b. * =Required field
c. Clickthe button to Save the information

15. Click each time you complete all information in a task
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16. Each time you successfully complete a task, press

Success! Event submitted

Change Emergency Contacts for Onboarding: Sam Test (06719) ace
- Due 0470172020

Up Next Do Another

) sam Test

Open

\al:etails and Process

17. When you complete the Payment Election task and click
a Manage Payment Elections screen will appear. This allows you to
add bank accounts and indicate how you would like your paycheck
divided. Please see the job aid, Update your payment elections

(direct deposit, etc) if you need specific instructions on how to
complete this section. If you do NOT have any additional bank
information to add, just click

Manage Payment Elections I Manage Payment Elections

18. Federal Tax Election for Onboarding gives you the option to view a
blank W-4 form. Click | viewslankForm  to download the W-4.

@lOWADOT W@oy. | EDUCATION

Complete Federal Withholding Elections
20 hour(s) 330~ Dus 0B/01/202,

Note: The w-4 will not appear immediately. The screen will display:

Your request is being processed

You can continue to wait or choose to be notified later.

Notify Me Later

20. Click on the Notification bell at the top of your screen

[o8n - 3 o]

21. When ready, you will see Document Available

B o —2 &

Notifications

Document Available O ®

22. Click on the blue Tax_Election_Form

23. After reviewing the form, click anywhere outside the document to close
the form

24. Click the Inbox icon (.=’ to return to the Complete Federal
Withholding Elections screen

Last Updated 10/19/2020 5



https://iowadot.gov/workday/Job-Aids-how-to-do-things-in-Workday
https://iowadot.gov/workday/Job-Aids-how-to-do-things-in-Workday
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Note: Scroll all the way down to the bottom of the screen and click

the | Agree box as it is a required field I | Agree * I

25. The Complete State and Local Withholding Elections is autofilled.
You will not need to fill in any fields. Just click the OK button.

Complete State and Local Withholding Elections

1f you da not select an option for Marital Status, it will default 10 Single.

Viarker

Company 5 645 owa Department of
Transportation

Effective Date 08/07/2020
State * x lowa
Withholding Form Type % 3¢ |4 W4 - Withholding

\

Cancel

26. Then, another screen, Complete State and Local Withholding
Elections, will automatically display. You can View Blank Form (same
process as outlined in the Complete Federal Withholding Elections) or
just complete the form. Remember to scroll to the bottom and click
the | Agree box [ 1agree |

I Complete State and Local Withholding Elections |

Sovetetater P
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27. After you click and , if not automatically
displayed on your screen, find the find the remaining Inbox items for
reviewing documents on the left side of your screen under Actions.
Follow the steps below to Review and eSign State of Employee
Handbook

28. Click on the State of lowa Handbook option under Actions

Actions Archive

Review Documents for Onboarding for Fred Test (06792) « acio

5 minute(s) ago - Due 10/17/2020; Effective 10/16/2020
Viewing: All Sort 8y Newest

Complete Federal Withholding Elections

S minute(s) ago - Due 10/18/2020; Effective Documents

10/16/2020

Review and eSign State of lowa Employee Handbook: As Employee

013083 Transportation Aide - 04304 - 000 - Fred Test Please open the attached document and review the State of lowa Employee Handbook.

(06792) When you have completed the review, click on the eSign by DocuSign button at the bottom of this page.

5 minute(s) ago - Due 10/17/2020; Effective

10/16/2020 ‘You may see a pop-up box with the message demo.docusign.net wants to track your physical location. Thisis M

A\wa‘s den‘ and don't tell me.

a. Click on the blue link to open the State of lowa Employee
Handbook and read the document

Note: The document will download. Depending upon your web
browser, you may need to look at the bottom of your screen and
then click the document to open

Actions Acehive Review Documents for Onboarding for Fred Test (06792) « acsoss
5 minute(s) ago - Due 10/17/2020; Effective 10/16/2020
Viewng: Al sortBy: Newest

Complete Federal Withholding Elections Documents

5 minute(s) ago - Due 10/18/2020; Effective

10/16/2020 Instructions
As Employee

e Please open the attached document and review the State of fowa Employee Handbook.

& When you have completed the review, click on the eSign by DocuSign button at the bottom of this page.
(06792)
fc'j“’;;‘;c‘zﬁg"' Due 10/17/2020; Effective You may see a pop-up box with the message demo.docusign.net wants to track your physical location. This is

Always deny and dont tell me.

#. Bghicvignd oifian firk Bbles 1 3090 Traghoogifitiongd.  gh. g thihis yir Gt exfierigdve gib-trgihicalibsiofing ghoggmeniior ji Igu D@itin yherigh: yib wili-cogh-of

Glioh Star, or suroll t the wast pge v, the socuaent and 3.gn e.cotrcaticans.
once you ically sig , click thy button in the red banner at the top of the:
Click Submit on the Review and eSign page in Workday.

E IS(z'e of lowa Employee Handbook with eSignature paf

ton 1o &-sign. Please note that when signing documents you will be leaving Viorkday Service. You may need t waft a few o

PRt

€ Statetof+lowa+E..pdf A
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b. After you have read the document, click

The FIRST time only, you need click the box — | agree to use

C.

electronic records and signatures

Please Review & Act on These Documents

DOT Workday
lowsa Department of Tranaportation

Please read the Hectronic Record and Signature Disclosure.

. | agree to use electronic records and signatures.

d.

Please read the Bectronic Record and Signature Disclosure.
| agree to use electronic records and signatures.

CONTINUE

e. Click Start to open the State of lowa Handbook

Please review the documents below.

Docusign Evecpe I3 FEI000ST-FO294ETC BDS3 DOAZFICHCSAS

State of lowa

Employee Handbook

FINISH

@lOWADOT W@oy. | EDUCATION

Click %

Note: Next will appear

Fred Test

Employee’s Name (print), Emplayee 1D #

he First ti i
the First time you eSign El

10/16/2020

Employee's Signature

Date

Note: After the first

Fred Test

time you eSign, Sign

(print)

10

16/2020

will appear

Employee’s Signature

Date

0. The FIRST time only, you need to Adopt Your Signature

Select Style — can click on Change Style to find other style

formats

Adopt Your Signature

Confirm your name, initisls, and signature.
* Required
Full Name* Initisls*

Fred Test FT

SELECT STYLE DRAW UPLOAD
PREVIEW
[ns

By selacting Adopt and Sign, | agree that the signature and ritiats will be thef my signature and initals for all purposes when | (or
my agent) Use them on documents, including legally binding contracts - ustper signature o initial

Change Style

DocuSigned by:

Frd Tust

16047ACE 18C2408.

Draw — use your mouse to sign your name

SELECT STYLE UPLOAD

DRAW YOUR SIGNATURE

Upload - upload your signature from a file

SELECT STYLE

DRAW UPLOAD

PREVIEW

| UPLOAD YOUR SIGMATURE |

Iv. Once you have your signature entered, click

mmmmm—— ADOPT AND SIGN
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h. click |G

Done! Selest Finish to send the completed document. FINISH

Ered Tzt

| have received the

Employee’s Name
State of

Mandbook, which

Frad Test

Employee’s Name (print), Employee 1D #

Employment Opportunity, Affirmative

58880000800 EFEEFFFEREFFEFEFLE 00000

st
Sued et
oo 10/16/2020
Employee’s Signature Date

I. Click

Review and eSign State of lowa Employee Handbook

Review Documents for Onboarding for Fred Test (06792) G

Documents

On this page, you can only download the original, unsigned version of the document

Document B State of lowa Employee Handbook - with eSignature

Instructions ~ As Employee

Click the CONTINUE button.

D Save for Later Cancel

Please open the attached document and review the State of lowa Employee Handbook.
When you have completed the review, click on the eSign by DocuSign button at the bottor]

b B P sgia pgh-ugPoxfith Ui madagden. doghsigibnetganiio tgiek yghr pigh

If this is your first e);psrienceielectronica\ly signing a document for the lowa DOT in Works

Click Start or scroll to the last page of the document and Sign electronically.

j.  Click

You have submitted

Onboarding for Fred Test (06792) (csons)

> Details and Process

@|OWADOT W@oy, | EDUCATION

29. Follow Steps 27 a — k to review and eSign the Work Rules document

Note: Since you have already created your signature, you will not

need to complete Step d or Step h (i—iv)

30. Finally, you need to Review Additional Onboarding Documents

(Medical Emergency Fillable Form, Drug and Alcohol Policy — if

applicable to your position). Each of these documents will have a link
(in blue) for you to click and review. After reviewing the document,
click the I Agree box. When all required documents have been read and

the | Agree boxes checked, click

Review additional Onboarding documents

Review Documents for Onboarding for Fred Test (06792) (acsows

1hou(s) ago- Effective 10/16/2020

Please complete each of the document sections according to the individual instructions listed. All must be completed to successfully move from this page.

Documents

Document

Instructions Please click to open and download the Medical Emergency Health information Form, After completing it, print it and give it to your supervisor o it can be maintained for emey
Remember to update your form any time you have health or medication changes which may impact your care in the case of an emergency.

Signaturc Statement | hereby acknowledge the receipt of the Medical Emergency Form.

Document

BB o ans Hoohsl oly forOnoarsing

Instructions Please open the attachment and review the Drug and Alcohol Policy.

Signature Statement  Statement of Receipt of Drug and Alcohol Policy
All Department of Transportation (DOT) employees in positions required to possess a commercial drivers license and who perform safety-sensitive functions are to read and/of
Your acknowledgment means you have received an electranic copy of the current Drug and Alcohol Policy. This will be maintained as part of your personnel file.

Comment

31. Congratulations! You have just finished your

Onboarding form completion process!!
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